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Gh&.gf, Reecorde Management & Distribution f&mmh
Ghiaf, General Services

Weekly Report of Qmmticns for the gwio& ending
25 February 1953

Personnel On Duty Vaecaneles In Process

(ffice of Chief 25X1

Reds, Mgt, Seotion
Reds, Center Section
Hail Control Section

e o

1. FRo, on leave thyee days or move:
Reds. Mgt, Seetion 1
Mail Contrel Section 2
Records Center 3ee, 2

2, Mo, on specisl detuil out of officel. . How long?
- Records Mgt, Sectionel Full week
Records Center Sec, -0
Hail Control See, w1

3. Wheres OUne Hecords Amalyst to Jaskpon Commission.
o Onz man in Transportation Division as full time eourier,

!w o pending maignatim, transfer and/or reassignment,

i Records tanagement Section - O _
= Records Centexr o 1 Py > C ey
%ﬁmﬁ Control  wld , ¥ .
' 5, Specific cases on item 4 not in p&eviaua reportom ) | 25X1

" Reeruited by Personnel _ One .

A
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B. Administration and Problemss - "

Mail Contrel Section| | messenger, was assigned to the
ranspo on Mm formerly reriomed by | 25X1

The "0n Duty" armed courier was required to make one trip to the home
of Mr, Becker,

The late duty courier was required te make one trip to the home of
25X1 to pick wp material for return to 90le16th St., NW,
sident's Committee on International Infomation Activities)

The Mail Control Section acquired a bicycle type delivery cart on &
three day loan from the ¥I Section for effecting a trial run between
bulldings I, J, ¥ and L, .

25X1 | |visited the PDC, MPD, Fiscal and Commo
reglsieries reparding the courier service and to distribute the
posters for eorrectly addressing mail, Fourteen (1l) posters were
distributed,

Records Manarement & Distribution: In December cne of the legal staff
members in the OI7ice of the General Counsel requested the assistance
of the Records Management and Distribution Brench in reorganizing their
files, In a further discussion of the problem this week, our represenw
tatives were referved to a girl who maintains a file for one office~~
. Consisting of two cabirets, In the discussion it developed that she

[ \/ is concermned only with this one file awd that she has rather fixed

L ideas as to what needs to be done, While no commitment has yet been
made, it is not plammed to take any action unless approval is given
by the Chief of the Office for a survey which would tske in all files

;‘ of the 0ff'ice,

; _

‘,\ Any assistance pgiven by this office after the survey woyld be on the
basis of our recommendations approved by the head of the office, From
& Records Manarement viewpoint, there s nothing to be gained bty using
our amelysts as clerical assistants in setting uwp small files for
secretaries who will have the final decision as to systoms employed,

‘he installation of the recommended filing system in the various
divisions of the 0P4S is a week behind the established schedule, The
deley has ovenrved because both analysts assipgned to this project were
abaent as the mesylt of illness,

Colonel Grogan of the Historical Staff was oxperdencing difficulty in

9 servicing the newspanoer and magasine clippings maintained in his

#  office, Upnn his request, an analyst from this Branch reviewed the
material and develoned an acceptable plan for £iling and finding the
daily accretions of clippings, The plan w31l be installed and
personncl irained in 118 yse eavly next wesk.ﬂ i VM periodic microfilm
project was completed for the Oifice of Personnel, The materizl filmed was
the contract control Kardex File,
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1, Mierofilming h -
Images filmedeRotary Camera ) T mv—
Flatwbed Gamara : 8,860
2, Records Centerw(all i‘is\zm:a in cuble feot) |
Records vecelved for processing
and stovage _ 20
References to record material 262
~ Recowds material déstroyed o 17
3. Supplemental Distributior Cemter
a. New material for stock |
Information Reports 889
Intelligence Reporte 30
b, Supplemental Distributions -
Information Reports 212
Intelligence Repovts . ol
Notices 5
Regulations 2
Gthers 0
¢, Initiel Distributions
Hotices 3
Reguwlations 0
Gthax's 1
be Mail Acmvi'hwa
" a. Post /t)i'i'ice Mail .
’ Tvkeom ing 4'158
Oftgoing 4,086
b, Postage expended : ¢ 607,86
c. ‘éhmumd Courfer trips ' 1434
d, /Bpacm Gwrier trips ' 7
I Inter=i ’{
991
1,399
0
0

;:'5 ‘ U& Z Motoy Pool Vehicles

dlable 3
’Ayailable but delayed CONFIDENIIAL  ©
i’l@t Available - Seeurity lniormm s
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.&Varé.ga Weel

21,300
13,000

220

549
63

229

54150
6,550

& 775,00
215
33.4

'770
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